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INSTRUCTIONS FOR USING FORM 21+O; GOURIER mm AD LOG RECURD;

STAT

1. Form 240 is designed to serve seversl purposes. At one writing,
copies of the form are uﬁa ﬁar tha mwz:g, meeiptiag anélagging

mmm rzq:airing amblammina, m enwlaya m wm as the outer
wrapper. In sddition o meeting these gecurity requirements, the new
envalope offerg the following edvanisges;

Baven time - You can address an envelope and atisch & courier
recoipt in one opermtion. Simply insert the receipt in the
wvinfow pocket on the fmce of the guvelope. If a ocourier vecelipt
is not uged; insert a 3" x 5" oard or siip of paper, mod wrile
in the saddress.

Saves Morey ~ Thepe envelopes miy be used repeatedly if the fiap

Buwm safe spece - Used emlcm will pot require safe-iype oo  exhenns
bptastd =i e
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J» The fo ctions govern use of Form 240 and the mmlti-

LSarpose »mrel@pe,

g. ¥ill in the "From,” "To," "Date,” and "Type of Material,”

boxes on Part I of Form 240. If Parts 2 and 3 are to be used

as log records, mhz”slmwgat, and include on Part

2 in the box "Leog Dsta,” information sufficient to identify the
document{s). If Form 240 is being prepared by typewriter, remove
Part 1 simply by rolling the platen forward and tearing off this part.
The stk will hold the form in place so that it can be rolled

back inte the typewriter for completion of the "Log Data” box

on Part 2.

b. Insert Part 1 of Form 240 in the window pocket of the multi-
purposs envelope. If this type of envelope is not being w&, '
attach Part 1 securely to the packege or regular envelops. fl; i B e

¢. Hith & paper clip or suall ylece of tape, attach Part 2 Lo
the envolope or package for ey removal by the courier. He

will Initial this part and indiemite on it the date and time of
Pick-up. This copy can then perve as your outgoing log record,
if logging information has been placed in the “lLog Data” box.
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4. Part 3 is sn opblonal copy,; for exnple:

(1} Astach it to the dccument(s) being transmitted to serve

either as an incoming log fox the reciplent or 2e & Lr¥ns~

, mitial slip for forwarding the meterial from the recelving
e gesk to the action desk, or

{2) Use 1% in the sending office for cross-reference or
follow-up Purposes.

%. Auy guestions on the use of Form 240 or the maltipurpose snvelope

sy be referred to your Records Officer or the Records Management stars.
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